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Creating an Access File from a Text File 

1. Open Access to display the following window. 

 

2. Select the Blank Database radio button and click  to display a window 
similar to the following. 

 

3. Enter a database name into the File Name field and click  to display a 
window similar to the following. 
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4. Click  to display the following. 

 

5. Select Import Table as shown above and click  to display a window 
similar to the following. 
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6. Select Text Files (*.txt; *.csv; *.tab; *.asc) from the Files of type field drop-down 
list, as shown above. 

7. Find the file that you wish to import and double-click on it to display a window 
similar to the following. 

 

8. Select the Delimited radio button, and click  to display a window similar 
to the following. 

 

9. Select the Comma delimiter, check the First Row Contains Field Names box, as 
shown above. 
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10. Click  and click  to display a window similar to the following. 

 

11. Click  to display a window containing your new database icon, similar to 
the following. 

 

12. Click  to display a window similar to the following. 

 


